ADVENTURE OSHC

ANEITURE |

&

Safe Arrival of Children

National Quality Standard

Area 2 - Children’s Health and Safety

Standard 2.2

Safety

Element 2.2.1

Supervision: At all times, reasonable precautions and
adequate supervision ensure children are protected from
harm and hazard

Area 3 - Physical Environment

Standard 3.1

Design

Element 3.1.1

Fit for purpose: Outdoor and indoor spaces, buildings,
fixtures and fittings are suitable for their purpose,
including supporting the access of every child.

Area 4 -Staffing arrangements

Standard 4.1

Professionalism

Element 4.2.2

Professional standards: Professional standards guide
practice, interactions and relationships.

Area 7 - Governance and leade

rship

Standard 7.1

Governance

Element 7.1.2

Management systems: Systems are in place to manage
risk and enable the effective management and operation
of a quality service.

Standard 7.2

Leadership

Element 7.2.1

Continuous improvement: There is an effective
self-assessment and quality improvement process in
place.

Children (Education and Care Services) National Regulations (2011 SI 653)

Reg. 86

Notification to parents of incident, injury, trauma and illness

Reg. 99

Children leaving the education and care service premises




ADVENTURE OSHC *

3
E

&

Reg. 102AAB |Safe arrival of children policies and procedures

Reg. 158 Children’s attendance record to be kept by approved provider
Reg. 161 Authorisations to be kept in enrolment record

Reg. 176 Time to notify certain information to Regulatory Authority

Links to the Child Safe Standards

Standard 1 - Child safety and
wellbeing is embedded in
organisational leadership,
governance and culture.

This policy defines clear roles and responsibilities for
staff and management to ensure children are
protected during transitions. It reinforces a strong risk
management approach and a commitment to
proactive supervision.

Standard 3 - Families and
communities are informed and
involved

Families are actively engaged in ensuring the safe
arrival of children by notifying the service of absences
or extracurricular activities and updating legal access
information. This encourages a shared responsibility
for child safety.

Standard 5 - People working with
children are suitable and supported

The policy outlines educator responsibilities,
supervision standards, and coordination during
transitions. Staff are supported through ongoing
guidance, risk assessment briefings, and clear
procedural expectations.

Standard 7 - Staff are equipped
with the knowledge, skills and
awareness to keep children safe
through continual education and
training

All educators are inducted in safe arrival procedures
and trained to follow risk management and missing
child protocols. Staff awareness is reinforced through
regular reviews and updates to ensure compliance and
safety.

Related Policies:

Safe Transportation of children

Interactions with Children Policy

Family law and access Policy

Acceptance and Refusal of Authorisations Policy

Child Protection Policy

Collection Procedure Policy




3
E

ADVENTURE OSHC * B

¢

Policy Statement:

Adventure OSHC is committed to ensuring the safe arrival of all children enrolled in our care
in line with our commitment to child safety. While our formal duty of care begins when a
child is signed in, our staff will actively monitor and support the safe transition of children
from their classroom or other activities to the service. We will take all reasonable steps to
ensure children are accounted for and protected from harm during this time. Staff are aware
of and respect cultural and linguistic backgrounds that may influence children's transition
routines. Communication with families will reflect this where appropriate.

All procedures implemented regarding the Safe Arrival of Children will be done so in
consultation with service staff, parents of children being cared for by the service and the
children who attend the service.

Purpose:

To outline clear roles, responsibilities and procedures that ensure the safe arrival of children
from school or on-site extracurricular activities to the OSHC environment.

Scope:

This policy applies to children, families, educators, staff, coordinators and management at
Adventure OSHC.

Procedures and Implementation

If a child is booked for After School Care and does not arrive, Educators will do the
following:

Contact the school office to find out if the child was at
school or not. If the child was at school, ask for an
announcement to be made over the PA requesting that
5-10 minutes after | the child goes to OSHC immediately. Move to step 2.
the school bell
If the child was not at school, the RP should contact the
child’s parents/carers to let them know that they were
booked with us and are now being marked as absent.

A search of the school should commence by the RP. This
should include the playground, bathrooms, classroom
and school office. Speak with classroom teachers and

10-15 minutes c
teachers on afternoon pick up duty.

2 after the school

Lol If available, another staff member should call the child’s

parents/carers to ask about the child's whereabouts at
this time.

If the parents/carers cannot be contacted via phone or
text, the RP should make contact with the child’s

o emergency numbers listed in the Playground app.

3 after the school

bell Check with the school office if there are alternate

numbers for the parents/carers if needed and continue to
contact the parents/carers until contact is made and the
child is located.

If all of the above steps have been taken and the child’s
whereabouts is still not known, the RP must contact their 3
20-30 minutes Area Manager or Approved provider and detail all the

4 after the school steps that have been taken. The AM or AP will review this
bell and then direct the RP to make contact with the local
police or 000 to provide child and parent/carer details




-
ADVENTURE OSHC " EHC

N

Where children are transported between locations (e.g. Bald Face Public School
and Blakehurst OSHC), safe arrival procedures are implemented in conjunction
with the Safe Transportation of Children Policy. These procedures ensure
children are accounted for at each stage of transport, including collection,
boarding, transit, and arrival at the service.

Children Arriving via Transport (Bald Face Public School «<» Blakehurst OSHC)

Adventure OSHC operates a regular transport service between Bald Face Public School and
Blakehurst Public School. Specific procedures are in place to ensure all children are
accounted for at each stage of the transport process, in line with Regulation 102AAB (Safe
Arrival of Children).

A child is not considered to have safely arrived at the service until they have been:

e Physically sighted by an educator
e Accounted for on the transport roll
e Signed into the service attendance system (Xplor)

Afternoon Collection (Bald Face Public School — Blakehurst OSHC)

e Atransport roll is generated prior to collection, identifying all expected children.
e The educator will position themselves at the designated collection point prior to the
school bell.
e Children are actively collected by the educator and must not self-present to the bus.
e Each child is:
o Identified by name and face
o Marked present on the roll/transport record
o Included in a headcount
e Children will not board the bus until:
o All expected children are accounted for or
o Absences have been confirmed
e |[f a child who is booked for transport does not arrive:
o Animmediate roll check and headcount is conducted
o The educator maintains supervision of the group
o Contact is made with the school and/or family
o The bus will not depart until the child is accounted for or their absence is
confirmed

Boarding and Transport

® As children board the bus:
o Each child is visually confirmed and marked as boarded
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o A headcount is conducted once all children are seated
o Seatbelts are checked prior to departure

During transport:
o Children remain under active supervision at all times
o Headcounts may be conducted where required
o Safe behaviour expectations are enforced

Arrival at Blakehurst OSHC

The educator will exit the bus first and supervise children as they disembark.
Each child is:

o Visually accounted for

o Marked as disembarked on the transport record
A final headcount is conducted once all children have exited the bus.
The educator will then:

o Escort all children into the OSHC environment

o Ensure each child is signed into the session in Playground/Xplor
After all children have disembarked:

o0 The educator and driver will physically check the bus from front to back to

ensure no child remains on board

Discrepancies or Concerns

If there is any discrepancy at any stage of the transport process (e.g. a child expected on the
bus is not present on arrival):

An immediate headcount and roll check will be conducted

The Responsible Person on site will be notified immediately

The school and/or family will be contacted without delay

The bus and surrounding areas will be checked where relevant

Escalation to management and emergency services will occur if the child’s
whereabouts cannot be confirmed

Morning Transport (Blakehurst OSHC — Bald Face Public School)

A roll is generated prior to departure and children are accounted for before leaving
the service.
Each child is:
o Marked as boarded with visual confirmation
o Included in a headcount prior to departure
On arrival at Bald Face Public School:
o Children are supervised as they disembark
o A headcount is conducted
o Children are safely transitioned into the school environment
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Management Responsibilities

Monitor bookings to ensure educator-to-child ratios are met during transition times
(primarily conducted by the service coordinator).

Ensure all staff have read and understood the Safe Arrival risk assessment.

Notify the Regulatory Authority of any reportable incidents during arrival.
Communicate with families about the requirement to notify the service if children
attend extracurricular activities before care, including their expected arrival time.
Ensure attendance record procedures align with Reg 158 and include the full name,
date, time of arrival and departure, and signature (digital or physical) of the person
delivering/collecting the child or an Educator or Nominated Supervisor.

Ensure safe arrival procedures are reviewed annually with staff input and incident
data to improve supervision practices.

Coordinator/Responsible Person Responsibilities

Check for absences and update records before the session begins.

Allocate additional educators to assist with the collection of Kindergarten children or

those with additional needs.

Record children involved in extracurricular activities and communicate expected

return times to educators.

Ensure attendance is marked in the Playground software for all arrivals, including

those from extracurricular activities.

Ensure authorisations for extracurricular activities or late arrivals are kept in the

enrolment record and updated as needed.

Coordinators will not send a child away if they come to OSHC but are not on the list.

They will contact parents to confirm booking.

Follow missing child procedures if a child does not arrive within 5 minutes of the bell:
o Check with the school office to confirm attendance.

Request school office to call the child to OSHC.

Call parents and, if necessary, emergency contacts.

Notify the police if the child remains unaccounted for after 30 minutes.

@)
@)
O
O Report incidents to management.

Educator Responsibilities

Follow Coordinator/management guidance for safe arrival practices.

Assist with attendance tracking and maintenance of ratios.

Follow missing child procedure if Coordinator is occupied.

Comply with risk assessments and related policies including Collection and Delivery
of Children.

Educators will not send a child away if they come to OSHC but are not on the list.
They will contact parents to confirm booking.

Supervise children at all times during arrival transitions to ensure they do not leave
the OSHC environment without authorisation.
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Family Responsibilities

e Bring children into the service - the child must be accompanied by a parent/guardian
and the parent/guardian must make contact with an Educator on site to ensure their
child is signed in and that Educators are aware of their presence.

e Notify the service of absences via Xplor, email or phone.

e Inform the service in writing if their child is attending an extracurricular activity and
provide estimated arrival time.

e Sign children in and out using Xplor Home where required.

e Provide court orders restricting access where applicable and update these as needed.

e Remind children to attend OSHC and notify the school when late bookings are made.

e Remind children to go to OSHC if they are unsure whether they are booked or not.

Children will:

e Discuss with educators and families the quickest and safest route to the OSHC care
environment and will follow this on each day where they are attending the service.

e Discuss with Educators and families what they should do if they are unsure if they are
attending OSHC or not.

Sources:

e Education and Care Services National Regulations (2011 SI 653)

e National Quality Standard

® ACECQA Safe Arrival of Children Information Sheet

® ACECQA Safe Arrival of Children Policy Guidelines

Version control created 10 April 2024 (GW)

Reviewed Feb 2025 - time to notify police changed from 15-30mins due to larger services (GW)

Reviewed April 2025 - format change to make more concise, step by step missing child
procedure visual added (GW)

Reviewed August 2025 - procedures will be implemented in consultation with parents, staff,
children (GW)

Reviewed April 2026 - Child arriving via transport section added (GW)

Next review April 2027
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